Rural Electrification Administration 


o UNITED STATES DEPARTMENT OF AGRICULTURE 
f Washington 25, D. C. 


February 18, 1952 
ACCOUNTING AND AUDITING DIVISION STAFF BULLETIN NO. 806R1 
SUBJECT: Approval of Requests for. Leave 


It is the responsibility of Section Heads to handle all routine requests for 
annual leave made by personnel under their supervision. Requests made by 
Section Heads should be routed to the appropriate Assistant Chief, and requests 
made by personnel under the supervision of the Assistant Chief in Charge of 
Technical Staff should be submitted to him for approval. Requests made by 
members of the immediate office of the Chief, as well as those of the Assistant 
Chiefs, are to be submitted to the Chief for his review and approval. 


For your information, there is quoted below a paragraph from Departmental 
Regulations, Title VIII, Chapter 30, paragraph 1064. 


"Employees may be granted annual leave upon administrative approval. 
Such approval will depend upon the work program of the office in 
which the employee is serving. However, administrative approval 
shall not be denied if such denial causes the employee to lose 
leave." 


It will, of course, be the responsibility of the approving supervisor to deter- 
mine that the work can be maintained in a current condition during the absence 
of such employee or employees, without requesting assistance from outside the 
respective offices. 


Unusual cases, such as those involving assistance from outside the section, 
requests for time in excess of four calendar weeks, requests for leave without 
pay, and requests for advance annual or sick leave are to be forwarded to the 
Division Chief for approval or transmittal to the Personnel Division where 
necessary. Such requests should be submitted to the Office of the Chief, 
through the office of the appropriate Assistant Chief, by memorandum and with 
any required supporting documents. 


The following leave may now be approved by the Chief of the division: 


Advanced Annual Leave - Not to exceed the amount to be earned through 
the last full biweekly pay period in the current 
year to permanent and indefinite employees who 
do not plan to leave the service during the 
current year. 

Advanced Sick Leave -— Not to exceed 5 days. 

Leave Without Pay - 30 calendar days~ 

Military Leave ~ 15 calendar days during any calendar year. 
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On any amounts in excess of those listed above, it will be necessary to for- 
ward the memorandum to the Personnel Division for consideration. 


Approved requests will be returned to the supervisor for submission to the 
Voucher and Employee Accounts Section with the employees! Time and Attendance 


Reports. 
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